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education and knowledge, the attached public safety standard is made available to promote the 
timely dissemination of this information in an accurate manner to the public. 
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Indian Standard 

GUIDELINES FOR 
PREPARATION OF TECHNICAL REPORTS 

PART II FEASIBILITY REPORTS 



0. FOREWORD 

0,1 This Indian Standard ( Part II ) was adopted by the Indian 
Standards Institution on 24 March 1982, after the draft finalized by the 
Publications and Graphic Technology Sectional Committee had been 
approved by the Executive Committee. 

0.2 Technical reports form one of the most valuable sources of informa- 
tion for research, industry and management. Based on their contents, 
technical reports may be broadly categorized as research and development 
reports, feasibility reports, and such like documents. There is a need 
for providing guidelines for preparation and presentation of various 
elements of information to increase the effectiveness and utility of these 
reports. 

0.3 Feasibility reports form a distinctive group of technical literature 
providing valuable information and interweaving multi-disciplinary 
inputs. They serve as vital tools for project planning and investment 
decisions. They, in fact, attempt to record the conception of a new 
project and forecast the. cost involved and the results and benefits arising 
therefrom. 

0.3.1 Feasibility reports are required not only by potential entrepre- 
neurs but also by various concerned authorities and financial institutions 
as aids for evaluating and appraising the projects. Industrial develop- 
ment centres, investment promotion centres, public and private consult- 
ing firms are also expected to benefit from these guidelines. The 
effectiveness of feasibility reports depends largely on the completeness 
and adequacy of their contents and clarity of their presentation. 

0.4 These guidelines aim to put the various feasibility studies into a 
unified framework with a view to making them mdre comparable than 
in the past. 
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0.5 In the preparation of this standard considerable assistance has been 
derived from the following publications: 

Manual for the preparation of industrial feasibility studies. 1978, 
United Nations, New York. 

Guidelines for the preparation of feasibility reports for industrial 
projects. 1975. Planning Commission, New Delhi. 

0.6 This standard is being published in several parts. Part I of this 
standard covers guidelines for the presentation of research and develop- 
ment reports. 



1. SCOPE 

1.1 This standard ( Part II ) provides guidislines for the presentation of 
information in and production of feasibility reports. 

2. TERMINOLOGY 

2-0 For the purpose of this standard, the following definition shall apply. 

2.1 Feasibility Report — A document which examines the technical, 
economic, financial, commercial and social viability of a project, makes 
recommendations ( based on the fact and data presented and analysed ) 
and assists in taking investment decision. 

3. SECTIONS OF FEASIBUJTY REPORTS 

3,1 A feasibility report will normally comprise the following elements: 

a) Front Cover 

b) Preliminary Pages 

i ) Title page, 

2) Back of title page, 

3) Bibliographic description sheet, 

4) Summary, 

5) Foreword, 

6) Table of contents, 

7) Abbreviations*, and 

8) Signs and symbols*. 

c) Body of the Report 

1) Introduction, 

2) Market analysis, 



•If not included in the Ijody of ihc report. 

4 
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3) Materials and inpms, 

4) Plant size/capacity, 

5) Location and site, 

6) Environmental imjiacls, 

7) Technology(ies)/proccss(es) solociion, 

8) Project layout, 

9) Equipment and machinery, 

10) Civil engineering works, 

11) Manpower and organization pattern, 

12) Implementation schedule, 

13) Financial analysis, and 

14) Economic analysis. 

d) End Matter 

1) Acknowledgement*, 

2) References, 

3) Bibliography, 

4) Tables!, 

5) Illustrations! and graphs, 

6) Appendices, and 

7) Index. 

3.2 Front Cover — The front cover may give the following: 

a) Report number and the month and year of preparation on the 
top right hand corner; 

b) Title of the report; 

c) A. sub- title, if any; 

d) Name(s) of the person(s) who carried out the study; 

e) Name and address of the organizations to which the study was 
entrusted; 

f) Name of the sponsoring authority; and 

g) Security classification, if any. 

3.3 Title Page — The title page may include the following: 

a) Report number and the month and year of preparation on the 
top right hand corner; 

•May be included either in the end matter or as part of preliminary pages. " ^ , 
flf not included in the body of the report. 
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b) Title of the report; 

c) Sub-title, if any; 

d) Name(s) of the person(s) who carried out the study; 

e) Price, if any, if not given on the back of the title-page; 

f ) Security classification, if any; and 

g) Name of the sponsoring authority. 

3.3.1 The title should be concise and should indicate clearly the 
subject of the report and should be exactly the same as on the title page 
and the cover. 

3.3.2 Information given on both the front cover and the title-page shall 
appear, as far as possible, in similar positions. 

3.4 Back of the Title Page — ■ Any special statements required to be 
incorporated by the sponsoring authority may be given on the back of 
the title-page, for example, limitations on reproduction, security, legal 
information, and disposal instructions. Reports to which restrictions 
apply shall, if possible, indicate the period for which the restrictions 
remain in force. Price of the report, if any, may also be included on 
the back of the title-page. 

3.5 Bibliographic Description Sheet — A bibliographic description 
sheet conforming to IS : 9400-1980* shall be provided to help in biblio- 
graphic control and facilitate processing of the document for the library 
and documentation purposes. The abstract given in the sheet will 
conform to IS : 795-1976t. 

3.6 Summary — The summary shall contain an informative precis of 
the entire project. Besides bringing out definitive conclusions and 
recommendations on all the basic issues of the project ( after considera- 
tion of various alternatives ), the summary shall set out the major 
advantages and disadvantages of the project along with the chances of its 
implementaticfn. 

3.7 Foreword — The foreword may bring out the background of the 
project along with statements relating to the project promoter and the 
agency carrying out the feasibility study. The foreword of each part of 
a multisection report shall contain a statement of the plan of the 
whole work atid the intended total number of sections and scope of 
each. 



♦Guide for the preparation of bibliographic description sheet for technical reports. 
fGuide for preparation of abstracts {first revision ). 
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3JI Tmble of Goatents — I'he table of contents shall give the principal 
headings verbatim and in the order in which they appear in the report 
page. 

3.8.1 Where two or more parts of a niidti-section report are produced 
simultaneously, the complete table of contents shall appear in the first 
part. The second and subsequent parts may contahi a table of contents 
specific to that particular volume. 

3.8.2 \Vhere a multi-section report is produced in parts at intervals of 
time, a full table of contents should be included as an addendum to the 
final volume. 

3.9 Introduction 

a) Project idea; 

b) 'Major project parameters that ^crvcd ,,s the -aiding principles: 
product and product mix, plant capacis and location, market or 
raw material orientation of the project, itnploniontation schedule 
and others;, 

c) Economic, industrial, financial, socja! and other related 
policies; 

d) Financial possibilities; 

e) Relevant information of the project paraiiieiri and/or initiator; 

f) Historical development of the project with dates of essential events 

in project history; and 

g) Studies and investigations already pevfonncd, 

3.10 Market Analysis 

a) Present availabDity: 

1) Location, caiJacity and production of existing imits 

2) Present imports/exports 

'^) Features of t!u* competition In direct [iroduct/siibstitute pro- 
ducls 

b) PrcsciU tlemarul and end use pattern; 

c) Projected demand: 

1) Rcquireiuents a;> estimated for the Xational Plans 

2) Demand estimates based on dificrent techniques 

3) Import/expf)i t potential 
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4) Pattern and location of demand 

5) Cyclic features of annual demand 

6) Position of the product in the product life cycle 

7) Estimated market penetration by the prodiic((s) to be pro- 
duced 

<]) Anticipated pi oduction: 

1) Letters of intent /licences granted and progress made, likely to 
be made in their implementation 

2) Capacity build up and utilization considered 

e) Anticipated surplu-* /'shortfall 

f) Marketing strategy: 

1) After sales facilities and services 

2) Pricing, commission or discounts on sales 

3) Organizational set up of distribution and sales 

4! Promotional efforts during the pre-production and production 
sta^e3 

g) Kstiiiiatrd sales levenues 

h) EsTitnaied sales and distribution costs 

j) Regulatory policies ( relating to pricing, distribution, etc ), if 
any 

3.11 Materials and Inputs 

a) Classification of material and inputs into: 

1) Raw materials ( unprocessed and semi-piocessed ) 

2) Processed industrial materials ( intermediates ) 

3) Manufactures ( sub-assemblies ) 

4) Auxiliary materials 

5) Factory supplies 

0) Utilities ( electricity, water, steam, compressed air, fuel, 
effluent disposal ) 

b) Selection and description of ail chosen materials and inputs 
stating: 

1) Qualitative properties 

8 
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2) Quantities available 

3) Sources, indigenous and foreign 

4) Availability, schedule 

5) Unit costs 

c) Selection of the optimum supply programme considering; 

1) Production programme 

2) Availability of supplies 

3) Characteristics of supplies 

4) Technology and equipment 

5) Losses of raw material inputs due to transport and storage 

6) Losses of semi-finished and finished products due to proces- 
sing, distribution and storage 

7) Replacements due to warranty services 

8) Local conditions 

d) Description of the selected supply programme stating for each 
input; 

1) Quantitative supply programme 

2) Sources of supply 

3) Delivery, schedule 

4) Storage measures and capacities ( if necessary ) 

3.12 Plant Size/Capacity 

a) Selection of the feasible normal plant capacity based on: 

1) Parameters of tlu* pi-oduclion programme 

2) Parameters of minimum economic oquipiuent size 

b) Enumeration of ]>laut capacity for th<' euiirc plant nnd for the 
main departments ( semi-finished producis ; 

3.13 Location and Site 

a) DescrijJtion of location supported by a map, if necessary 

b) Choice of location considerin*^: 

1) Public policies 

2) Material vers\is market orientation 
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3) Local conditions: infrastructure and socio-economic environ- 
ment 

c) Selection of the plant site considering: 

1) Cost of land and related expenses 

2) Local conditions such as: 

— Climate 

— Kite and terrain 

— Transport facilities 

— Water supply 

— Power supply 

— Waste disposal 

— Manpower 

— Fiscal and legal regulations 

— Living conditions 

3) Public policies versus private intciests 

4) Site preparation and development 

5) Site properties and conditions 

^T,,., J, — Give maps of appropriate icalc sliowing orientation, boundaries, neighbo- 
urs, contour lines, roads and other traffic connections, utility connexions, n«*xt points 
of tit'-in, existing obstacle? and structures. underGround conditions. 

3.14 Environmental Impacts 

a) Description of environment:) 1 in^pacts to Ijc expected on: 

1) Population ( increase of oinployment. etc ) 

2) Infrn structure ( devoloiMiicnt of irafTic network, public utilities, 
etc ) 

3) Ecology ( water, air, soil, ])I.inH. animals, etc ) 
4} Landscape 

3.15 Technology(ics)/Process(es) Selection 

a) Selection of optimum technology, considering: 

1) The nature of technologies required ( for example, labour 
versus capital intensity, non-obsolescence ) 

2) Sources, indij-^enous and foreign 

3) Means of acquisition: licensing, purchase, joint venture 

4) Cost ( lump-sum payments, royalty, etc ) 

10 ' " 
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b) Statement of the x*easons for selection 



c) Description of the selected technology', stating the type, source, 
specification 

NoTB — Process description with pivjcoss (lowshot^t muy lio inclmlcd, wherever 
necessary. 

3.16 Project Layout 

a) Selection of optimum layouts, considering: 

1) Production programme 

2) Supply programme 

3) Technology 

4) Equipment 

5) Civil works 

6) Local conditions 

b) Statement of the reasons for selection 

c) Description of the selected layout by appropriate drawings, with 
provisions for future expansion 

3.17 Plant and Machinery 

a) Selection of optimum equipment classifying it into production, 
auxiliary and service equipment and spare parts and tools 

b) Statement of the reasons for selection 

c) Description of the selected equipment and machinery stating 
number, type, specifications, capacity source and cost 

3.18 Civil Engineering Works 

a) Listing of civil engineering works and possible alternatives ( site 
preparation and development, buildings and special civil works, 
auxiliary and service facilities and possible alternatives ). 

b) Availability and quality of construction material, plant and 
manpower 

c) Selection of optimum civil works ^ 

U 
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d) Statement of the rca'ions for selection 

e) Description of tlic selected civi! v>orks, stating number, type, 

specification ( if applicable y 

f) Cost estimaios ( investment costs and annA'.al cost for maintenanre 

and repair ) 

3.19 Manpower and Organizational Pattern 

a) Determination of labonr and stafl' inputs 

b) Selection of labour and staff considering: 

1) Organizational structure/layout 

2) Strategies and objectives of management 

3) Skill requirements and level of training 

4) Availability, local/foreign 

c) Cost estimates ( fixed and variable } 

3.20 Implementation Schedule 

a) Selection of optimum implementation programme and time 
schedule, considering: 

1) Establishment of project implementation management 

2) Arrangements for technology supply 

3) Detailed engineering of equipment, tendering, evaluation of 
bids, awards of contracts 

4) Detailed planning of civil works, tendering, evaluation of 
bids, awards of contracts 

5) Construction schedules for: 

i) Purchase of land, site development, civil construction 

ii) Erection and installation of equipment 

iii) Supervision, co-ordination, testing and take-over of equip- 
ment and civil works 

iv) Trial runs 

v) Commercial production 

6) Arrangements for financing 

7) Build up of administration, recruitniient and training of staff 
and labour 

12 
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8) Arrangements for supplies 

9) Arrangements for marketing 

10) Establishment of contacts with public authorities ibr timely 
approval oflicences, contracts, etc 

b) Listing of activities and indication of their sequence in bar 
diagrams and/or networks showing the critical events. 

3.21 Financial Analysis 

a) Total investment costs, covering: 

1) Cost of pre-investment studies and preparatoiy investigations 

2) Cost of land: 

i) Acquisition 
ii) Development 

3) Cost of buildings and other civil structures: 

i) For main plant and equipment 
ii) For administrative purposes, laboratory, etc 
iii) For storage, etc 
iv) For residential purposes 

v) For other facilities like sewerage, water tank, fencing, etc 
vi) Railway sidings 

4) Cost of plant and machinery: 

i) FOR/FOB cost 

ii) Sales tax,. customs duty, octroi, agency commission, clearing 
and forwarding charges, excise, packing, insurance, freight 
and any other duties 

iii) Foundation and erection charges 

iv) Stores and spares 

5) Cost of technical know-how ( consultancy fees ) 

6) Cost of miscellaneous fixed assets: 

i) Furniture, office equipment, vehicles, etc 
ii) Equipment, cabling, etc, for power distribution 
iii) Equipment, piping, etc, for water distribution 

13 ' "' 
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iv) Laboratory equipment 
v) Workshop equipment, etc 
vi) First aid equipment, fire fighting appliances, etc 

7) Pre-operative expenses 

i) Brokerage, commission, uncJcrvv riling expenses for capital 

issue 
ii) Interest and commitment charges during construction 

period 
iii) Establishment, training, advertising, travelling and other 

related expenses 
iv) Miscellaneous expenses, including insurance during cons- 
truction period, start-up costs, etc 

8) Provisions for price escalation and physical contingencies 

9) Margin money for v^^orkirig capital 

b) Sources of finance, covering: 

1) Promoters' contribution: 

i) Equity 

ii) Preference share 
iii) Any other form 

2) Public subscriptions 

i) Equity 
ii) Preference share 

3) Term loans 

i) From financial institutions 
ii) From commercial banks 

4) Government assistance 

i) Subsidy 
ii) Loans/Grants 

5) Suppliers' credit 

6) Others ■• 

14 
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c) Total production cost, covering: 

1) Cost of direct materials and inputs 

2) Cost of direct manpower 

i) Labour 
ii) Staff 

3) Plant overhead cost: 

i) Manpower 

ii) Materials 

iii) Others like maintenance, insurance, rents, royalties, licence 
fees, 'communications, etc 

4) Administrative overhead costs: 

i) Manpower 

ii) Materials 

iii) Others like, communication, rent, travel, maintenance, 
property taxes, etc 

5) Sales and distribution costs 

i) Manpower 

ii) Others like sales commissions, packing and forwarding 
charges, handling charges, storage charges, advertising/ 
publicity costs, after sales service costs, communication, 
travelling and entertainment costs, costs of training salesmen, 
etc 

6) Financial overhead costs and interest, etc 

7) Depreciation 

Note — Attach annual costs, profitability, cash-flow statements and projected 
balance sheets. 

d) Evaluation of financial viability using: 

1) Net present value 

2) Internal rate of return 

3) Pay-back period 

4) Break-even analysis 

5) Sensitivity analysis 

■A 

15 
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3.22 Economic Analysis 

a) Evaluation n[ project covering: 

1) Direct benefits to aggregate consumption 

2) Direct costs to aggregate consumption 

3) Indirect benefits and coiits to aggregate consumption 

4) Redisiriuution of income 

b) Using estimates of shadow prices of: 

1) Labour 

2) Foreign exciiangc 

3) Investment 

c) Estimate of econojiiic rate of return 

d) Estimate of: 

1) Project exchange rate 

2) Effective rate of protection 

3.23 Acknowledgement — Acknowledgement of help received in 
preparing the feasibiUty report should be made in a separate section. 

3.24 References — Refeiences shall be provided for documents mention- 
ed in the text and shall be listed and numbered in the order in which 
they first appear in the text. The bibliographical form shall conform to 
IS : 2381-1978* and titles of periodicals should be abbreviated in accord- 
ance with IS : 18-1970t. Where an original source is quoted from an 
intermediary source, both shall be cited, with the intermediary preceded 
by the words 'quoted in*. 

3.25 Bibliography — This is a list of references in addition to those 
cited in the text of the report. If included the bibliography should 
indicate whether it is comprehensive or selective. 

3.26 Tables, Illustrations and Graphs — Tables, illustrations and 
graphs should preferably appear at the appropriate places in the body of 
the text, but where space considerations or reprographic techniques 



•Recommendations for bibliografhical references : Essential and supplementary- 
elements ( jirsi revision ) . 

fGuide for abbreviations df words in titles of periodicals using Roman alphabet 
(first revision ). ■* " 

16 
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preclude this, they may be put together as appendices. Tables and 
illustrations shall conform to the recommendations given in IS : 4731- 
1968* and IS : 6660-19721 respectively. 

3.27 Abbreviations — If a list of abbreviations is included it shall form 
part of the preliminary pages [ see 3.1(b) ]. The list should contain only 
those abbreviations which are not in comiiion use. In the absence of a 
list, abbreviations diould^ be accompanied by theii full form at the first 
ins(ance of their use in the text. 

3.28 Signs and Symbols — Signs and symbols used in the report 

should comply with the relevant Indian Standards on the subjects or 
other generally accepted systems of nomenclature. A Hit of these should 
be given along with the units of measurement arranged in alphabetical 
order. Greek symbols should be arranged separately. 

3.29 Appendices —'Appendices should give details of explanations of 
methods and techniques summarized in the main text together with 
supplementary matter which cannot be accompanied in the main body 
of the report. 

3.30 Index — A lengthy report should have an index complying with 
IS : 1275-1976+. 

4. PAGINATION AND NUMBERING 

4.1 Page Number — Pages shall be numbered in international form of 
numerals CDn^>ecutively throughout the report. Blank pages shall be 
avoldad wherever possible but if they occur they shall be counted in the 
page numbering. However, blank leaves used as separators shall not be 
taken into account for numbering. 

4.2 Section Number — Sections shall be numbered throughout the 
main body of the lext and appendices. The numbering of sections in 
appendices shall follow a separate sequence from that of the main text. 
International form of numerals shall be used for section numbering. If 
necessary, the alphabet or Roman numerals may be used for appendices. 

4.3 Reference Number — Identification numbers, letters or marks for 
literature reference shall be printed as superscripts or, if on the line, in 
parentheses immediately following the relevant word or phrase in the 
text. Different sequences shall be used for footnotes and bibliographical 
references. 

4.4 Other Material — Tables, illustrations, drawings and graphs shall 
bs nambsred in separate sequence in international form of numerals. 

*Guidc for preparation of manuscript of an article in a learned periodical. 

tGuide for illustirations. in books. 

{Rules for making alphabetical index^ {first revision ). -* ' 
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5. PRODUCTION 

5.1 Type — Type faces and the line spacing shall be so chosen as to 
facilitate reading and shall not be less than 10 pt for the text matter. 

5.2 Non-textual Matter — General engineerinji; drawings shall conform 
to the requirements of IS : 696-1972* and architectural and building 
drawings to IS : 962-1967t. 

5.3 Size — The report shall be in A4 size ( 210 x 297 mm ). 

5.4 Margins — The margins for printed reports of A4 size are given in 
Table 1. 



TABLE 1 RECOMMENDED MARGINS FOR TECHNICAL REPORTS 

Sii Position Miximim Mabgixs 

No. 

A4 Size 

(I) (2) (3) 

i) Hack 25 mm ( 6 ems ) 

ii) Head 29 mm ( 7 ems ) 

iii) Fore-edge 34 mm ( 8 ems ) 

iv) Tail 38 mm ( 9 ems ) 

Note — If the report is centre-stitched or section-sewn the margin as recommended 
may be given. If it is side-stitched, the back margin should be increased by 5 mm. 

5.5 Columns — For printed reports, more than one column may be 
used. 

5.6 Covers — Cover should be of sufficient strength to protect the 
contents for a reasonable period. 

5.7 Binding — Any style of binding, giving a substantial or permanent 
anchorage down the left-hand side of the report is acceptable, provided 
it allows the text of the report to lie reasonably flat without damage to 
the spine. 



'Code of practice for general engineering drawings ( sec9nd remton ). 
tCode of practice for architectural and building drawings {first rmsion )* 
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